PTO Manager End of Year Procedures

Year End Database Clean-up Procedures
There are several clean up tasks that should be performed by the software coordinator at the end of a school

year to prepare the database for the next year. These tasks can be accomplished with the Mass Update feature in
PTO Manager.

* Click SET-UP * Click USERS * Click MASS UPDATE
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Select the highest grade listed under “Students with Only this Grade” to generate a list of families that

only have a student in your school’s highest grade. These folks are likely to be leaving your school. You

may want to send an email to this list to confirm that everyone will be leaving the school. If they will be

moving on, you should make the entire list inactive.

- Click SELECT ALL

* Click the “Make Inactive” button at the bottom of the screen. You will be prompted for the date to
make “Inactive.” (Please note: you are not DELETING these volunteers.)

1 Graduating Family Clean Up



You can easily clear volunteers’ interests and availability so that volunteers will be able to select new

interests at the start of the next school year. From the Mass Update screen, hit Search to pull a list of all
volunteers. Check the “Select All” box to select the entire list of volunteers or select the volunteers you
wish to update. Then hit the “Clear Interests” button or “Clear availability” button to clear the Interests

and Availability from the volunteer records.

% Clearing Class Assignments

2 Clearing Volunteer Interests

Students generally change grades/teachers every year so you can clear the current grade/teacher
assignment for the students at the end of each year. Note: You may want to print class lists for historical
purposes before you clear the class assignments. From the Mass Update screen, hit Search (with no
criteria entered) to pull a list of all volunteers, click “Select All” and then simply hit the “Clear Class

Assignments” button.



Review & Update Permissions
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Software Coordinator Change

If you do nothing else at the end of the year, DO THIS! Only a current software coordinator can change
the software coordinator’s permission level. One or more of your board members should have software
coordinator permissions in the software.

- Click SET-UP - Click USERS » Click USER PERMISSIONS

Check the Software Coordinator box next to users who should have software coordinator permissions. De-select

the software coordinator box from users to remove the software coordinator permissions for that individual.
Then click the “Save” button.

Permission Changes

New PTO Officers are generally voted in at the end of a school year and start serving their term at the start of
the next year. There are certain software permissions that should be updated when your officers change. It’s
helpful to review that all permissions are correct before you start setting up for the next year. There are TWO

different places to change permissions for volunteers: on the screen above through SET-UP -OR- on the screen
below which can be found when you

- Click VOLUNTEERS * Click ADMINISTRATION * Click PERMISSIONS
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Update Bounced E-mail Address
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When PTO Manager is used to send out mass emails to your volunteer group, email bounces are sent to a
designated address that is stored in the software. The software coordinator can change the “Address for
Bounced E-mails” that is stored in PTO Manager if the responsibility is changing hands due to a board member
or volunteer coordinator position change.

- Click SET-UP + Click SCHOOL

Change the “Address for Bounced E-mails” to the new address.

* Click the “Save” button. There are several reasons why an email might bounce (bad email addresses, out-of-
office replies, or Spam filters are just a few). The person who receives the bounced emails for your group can
check to see what the issue might be and resolve it.



Year-to-Year Event Copy
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This needs to be done before the end of year rollover on July 31. It’s not essential, but it sure does save a lot of
time!
* Click SET-UP + Click SCHOOL * Click EVENT YEAR ROLLOVER

When you click on SEARCH you will get a list of all your events from the current year.
. Select the events you want to copy for next year.

. Click CONFIRM EVENT ROLLOVER.

After the rollover, make sure to verify that everything is as you would like it to be.



